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ABOUT THIS GUIDE 
 
This Basic Userôs Guide provides an overview of JCMS. You can check with your local system 
administrator for updates announced by TJJD IT Business Support. 
 
Access to view and edit certain screens in JCMS is determined by a userôs assigned órolesô in the system. 
The screen shots in this guide show the view of someone with the system administrator role. Your view 
may be different based on your roles. 
 

LOGGING INTO JCMS 
 

 
 
 
Logging into JCMS in your Office        
 
Step 1: Use the following URL to access JCMS in your office:  https://tjjd.texas.gov 
Step 2: Enter your three-digit County ID (the county number for the headquarter county). 
Step 3: Enter your User Name.  
Step 4: Enter your password. 
Step 5: Click Login. 
Step 6: You will be prompted to change your password. Enter a new password using the criteria below. 
Step 7: Confirm your new password. 
 
Password Criteria: 

¶ At least eight characters in length 

¶ Does NOT contain your first name, last name, or user name 

¶ Uses at least one upper case and one lower case letter 

¶ Uses at least one special character such as !@#$%^&*_+=/~`;:,<>| 

¶ Uses at least one number  

 

https://tjjd.texas.gov/
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HOME PAGE 
 
When you log in, you are taken to the JCMS Home Page. 
 

 
 
 
From here you can search for a juvenile, view the Caseload report, and access other tasks. Your list of 
other tasks will vary based on your assigned roles. For example, only system administrators have access 
to the maintenance and security pages, but most users can run some reports. 
 
You can also logout using a link at the top right. 
 
 

SEARCHING FOR A JUVENILE 
 
The JCMS database contains all juveniles with prior juvenile involvement in a JCMS county. You can 
search your department only or all JCMS counties simultaneously. A juvenile may be listed in the system 
multiple times for different counties.  
 
Counties that are not included in the JCMS database are 
 

Bexar      El Paso 
Collin      Harris 
Dallas      Tarrant 
Denton      Travis 

 
 

SEARCH ï Starting a Juvenile Search  
 
From the Home Page, click the Search button in the Find a Juvenile box. 
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The Search page includes several fields for searching and some reminders on the right. 
 

 
 
 

SEARCH ï Search Criteria 
 

ID Numbers             

The following number types can be used to find a juvenile: 

¶ Cause Number ï A number assigned by the court. A juvenile can have multiple cause numbers. 

¶ JCMS Number ï A 10-digit number assigned to every juvenile with a JCMS folder. If a juvenile has 
folders in multiple JCMS counties, he/she will have multiple JCMS numbers. 

¶ PID (Personal Identification Number) ï A 10-digit number assigned to every juvenile with a referral 
in JCMS. If a juvenile has been referred to multiple JCMS counties, he/she will have multiple PID 
numbers. 

¶ Referral Number ï A 10-digit number that is assigned to each referral in JCMS.  

¶ Service Report Number ï This number is often assigned by the law enforcement agency that 

charged the juvenile. 

¶ SID ï The DPS State Identification Number. 

¶ TRN ï The DPS Tracking Number for an Arrest. 

¶ TSDS Number ï The TEA Texas Student Data System number (replaces the PEIMS number). 
 

Note ï The first three digits of JCMS, PID, and Referral Numbers identify the county where the 
folder was created. 
 
Note ï If a juvenile has folders in multiple JCMS counties, searching by county specific numbers 
such as JCMS, PID, and Referral Number will return only one of the juvenileôs folders. 



JCMS Basic Userôs Guide  

 

May 2021  8 

 

Name             

The following name types can be used to find a juvenile:    Last    First     Middle     Alias Name 

Partial names must be followed by a wildcard (%). For example, searching for the last name JOHN will only 
return juveniles with the last name JOHN. However, searching for the last name JOHN% will find all juveniles 
with a last name that starts with the letters JOHN (John, Johnston, Johnson, etc.). 

 

Demographics            

DOB ï Search by the juvenileôs date of birth in the format MM/DD/YYYY. 

Sex ï Search by either Male or Female. 

Race ï Select from the list provided (American Indian or Alaskan, Asian or Pacific Islander, Black, White) 
to add Race as a search criteria. 

Ethnicity ï Select either Hispanic or Non-Hispanic to add Ethnicity as a search criteria. 

 

My County Only           

Uncheck the My County Only box to search all JCMS counties.  

 

Juvenile Only            

When searching for a juvenile, leave the Juvenile Only box checked. When searching for an associate 
uncheck this box. 

 

SoundEX Enabled           

SoundEX includes names that are similar to the letters provided in the NAME Search fields. For example, 
if SoundEX is enabled, searching for Tony will also find Toni. 

Unchecking SoundEX Enabled will only return exact matches in the NAME fields. 

 

Archived Records           

Each county may archive a juvenileôs record at any time. If you are looking for a record that might have 
been archived, check the Archived Records box. 

 

Best Practices for Searching All JCMS Counties       

If you are searching for a juvenile who might have a record in another county, these are ways to improve 
your results. 

¶ Because of the high number of juveniles in JCMS and the likelihood of multiple possible name 
spellings, it is recommended that initial searches only include Sex and Date of Birth, with the possible 
addition of the first letter of the Last Name followed by % (ex. M%).  

¶ Uncheck the box next to My County Only to search all JCMS counties. 

¶ Check the box next to Juvenile Only. 
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SEARCH ï Unable to find a Juvenile 
 
If you are unable to find another departmentôs record for the juvenile:  

1. Verify the department where the juvenile has prior referrals. The list of Texas counties not 
currently using JCMS is provided above. 

2. Insure that the My County Only box is not checked. 

3. Limit the search criteria to Sex and Date of Birth. 
 

SEARCH ï Selecting the Appropriate Folder 
 
A juvenile will have a different folder for each JCMS county where he/she was referred. If a juvenile was 
detained or placed in a second Texas county at the request of the home county, the juvenile may have a 
folder in the detaining/placement county. Check each countyôs folder for a complete history of the juvenile. 

Example of multiple folders for one juvenile. 
 

 
 

SEARCH ï Creating a new Juvenile record 
 
If you are searching for a juvenile who has a new referral for your department but do not find them listed, 
use the Add New Juvenile button at the bottom of the page to create a new juvenile record. 
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VIEWING JUVENILE DATA 
 

Open a juvenileôs profile. 

 

 

1 

2 

3 

5 

4 
6 

7 
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Note ï A new page design for JCMS is being phased in as system updates are deployed. Pages 
with the new design may look different from the examples in this guide, but the overall functions of 
each page will remain the same. 
 
On pages with the new design, the juvenile summary section of the banner looks like this: 

 

 
 
 

The juvenile summary can be expanded and collapsed by clicking the double arrows at the bottom 
of the banner. 
 
The same banner looks like this when collapsed: 
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1. Juvenile ID Tool Bar ï Click these links to navigate to additional juvenile ID information. 

 

2. Juvenile Navigator ï Click the Juvenile drop-down option to view the list of containers to 
additional information.  

 
 
 

3. Attachments ï The paperclip icon is located on multiple screens throughout JCMS. When the 
paper clip icon is yellow, attachments have been added. Click the icon to view a list. Your 
roles determine your access to view and print attachments. 
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4. Notes Icon ï The pushpin icon is located on multiple screens throughout JCMS. When the 
icon is yellow, additional information has been entered as a ónote-itô on the screen. Click a 
yellow pushpin to access additional notes. 

 

5. Case History link ï Use this link to generate a Case History Report for this juvenile. The 
Case History Report is a summary of all of the information in a juvenileôs folder. 

 

6. Audit Icon ï Audit Icons are in multiple places on multiple screens in JCMS. Point your 
mouse at the blue Audit Icon to pop up a box that shows (1) who created that portion of the 
record and when it was created and (2) who edited it last and when it was last edited. 

 

 

7. Notifications ï Notifications are specific to each user and are based on roles. For example, 
Primary Probation Officers receive all Notifications related to juveniles on their caseload. 
Clicking a Notification will open the related screen. Unread Notifications are indicated by a red 
circle over the envelope icon. Click this envelope to display notifications. 

Notifications will be created for the actions and events like: 

¶ Court Hearing Scheduled 
¶ Juvenile Detained 
¶ New Attachment on Offense 
¶ Supervision Expiration (30 days before estimated end date) 

¶ Placement Ending (45 days before estimated end date)  

Notifications can be deleted individually with the trashcan icon (after they have been clicked 
on) or in batches by checking the boxes and clicking the Delete button.  

 

 

System administrators can create Notifications in maintenance that will be sent to all users. 
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JUVENILE ï Entering a Juvenile ID Overview     
 
Adding a new juvenile or editing an existing juvenile leads to the Juvenile ID Edit page.  
 

Note ï If you are adding a new juvenile, some fields will carry over from the Search if you used 
them: Juvenile Last, First, Middle Name, DOB, Sex, Race, Ethnicity. 

 
Birth Date ï Enter the juvenileôs date of birth in the format MM/DD/YYYY. 
 
Race ï Select American Indian or Alaskan Native, Asian or Pacific Islander, Black, White, or Unknown. 
 
Ethnicity ï Select Hispanic or Non-Hispanic. 
 
Height & Weight ï If you are creating the juvenile record before the intake interview and do not have this 
information, enter a value of 0 (zero) in each field.  
 

Note ï If you enter zeros, update these fields when you meet with the juvenile. 
 
Hair Color, Skin Tone, & Eye Color ï Select the color/tone or Unknown. 
 
Birth Verified, How Verified, & Verification # ï If you have documentation of the juvenileôs DOB, select 
Yes. If you select yes, you are conditionally required to select how it was verified. If the document has an 
identifying number enter it in the Verification # field. 
 
Citizenship ï Select the country of citizenship or Unknown Citizenship. 
 
Birthplace ï Select the juvenileôs birthplace or Unknown Place of Birth. 
 
Evacuee Of ï If the juvenile is an evacuee of a U.S. state, select it here. 
 
SID # ï If the juvenile has a State Identification number from DPS enter it here. 
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Available Documents From Other Agencies (LEA Only) ï Most departments do not use these fields. 
Check with your local system administrator. 
 

 
 
 
SSN Solicited But Unavailable ï Check this box if the SSN has been asked for but was not provided. 
 
Drivers License, DL State, DL Type, and DL Expiration Date ï If you enter a license number, you are 
conditionally required to select the DL State and DL Type. Optionally enter the DL Expiration Date. 
 
TSDS # ï This is the TEA Texas Student Data System number that is replacing the PEIMS number.  
 
Type (ID Numbers) ï This is a department-configurable list. If you select a Type then ID # becomes 
conditionally required. 
 

 
 
 
Scars/Marks/Tattoos/Amputations ï Select distinguishing marks/features of the juvenile here along with 
an optional Description. 
 

Note ï Although this list from DPS contains selections for medical and substance abuse 
information, do not enter those here. They have their own sections. 
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Preferred Contact # ï Check the box next to each preferred number. Preferred numbers appear on 
certain screens and reports. 
 

 
 
 
Primary Address, Secondary Address, & Swap ï If the juvenile moves between two addresses, enter 
the main as Primary and the other as Secondary. Click the Swap button to change the order of the 
addresses. 
 

Note ï The Country drop-down list defaults to United States. If a different country is selected, 
enter the appropriate Province and/or Postal Code. 

 
Note ï The County drop-down list is only active for Texas addresses. 

 
Census Tract ï This is an optional field for departments that need to record this location data. 

 
Note ï Each time an address is changed and saved, JCMS updates the Address History. When 
correcting an error select the Correction Only, Do Not Move to Address History checkbox to 
prevent an update. 
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Flags ï Selecting one or more Flags will add a corresponding note to the juvenileôs display in search 
results and the juvenile banner. Flags include: 
 

Committed to TJJD  High Risk Victim  Deceased 
CPS Custody   Interstate Compact 
Crisis Intervention Youth JJAEP Student 
Current TJJD Parolee  Prevention Intervention Youth 
Discharged TJJD Parolee Prior JJAEP 
    TJJD Escapee 
 
Note ï A juvenile record with the Prevention Intervention Youth or Crisis Intervention Youth 
flag selected is not searchable or viewable across departments. These flags are automatically 
removed if certain referral types (e.g., Formal, Paper Complaint, Paper Formalized) are added 
later. 
 
Note ï A system administrator can set the Archive flag by using the Edit link in the Flags area of 
the Juvenile ID Overview screen or in Maintenance. 

 
Status ï Set the juvenileôs status as Active or Closed. 
 

Active ï one or more pending referrals and/or under supervision 
Closed ï no longer under supervision and has no active referrals, programs, placements, 
detentions, probation officer assignments, JJAEP referrals, or fee assessments. Juvenile cannot 
have an open active warrant. 

 
File Location ï The location of the juvenileôs paper file is set here. Multicounty departments may use this 
to indicate in which county the juvenile reports. 
 

 
 
 
Gang Affiliation, Gang, & Gang Involvement ï If the juvenile is currently or has been active with a gang, 
select the gang and degree of involvement.  
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Alias ï Enter the juvenileôs alias information here. Depending on the Alias Type, the application 
conditionally enables and requires certain fields. 
 

 
 
 
Sexual Offender Registration Status ï Enter registration status information here. 
 

 
 
 
Language ï If a needed language is not in the drop-down list, choose Other-See Alert screen and enter 
the language as an Alert. 
 

 
 
 
DPS Name ï If the juvenileôs name is different in the information that comes from DPS, enter the DPS 
version here. 
 

 
 
 
Date Identified Pregnant ï Enter the date the department was informed of the pregnancy. 
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JUVENILE ï Toolbar Navigation Screens  
 
The ID screen contains general demographic information. Attachments and photos are accessed here if 
available. Additional ID screens can be accessed from the Juvenile ID tool bar and are listed below.  

Additional ID Screens  

 
 
 

JUVENILE ï Abuse         
 

Physical, Emotional, and Sexual Abuse and Medical Neglect are documented here. CPS tracking numbers 
and contact information are also entered here. 
 

 
 
 
Date ï Enter the date your department was informed of the abuse. 
 
Other Involved Agencies ï If an agency other than CPS is involved, enter it here. 
 
CPS Notified ï Indicate whether Child Protective Services is involved. 
 
Tracking # ï This is a conditionally required field. If you do not have a tracking number, enter Unknown. 
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JUVENILE ï Address         
 
The juvenileôs address history is listed here. Address changes or corrections are made by editing the 
Juvenile ID Overview. 
 

 
 
 

JUVENILE ï Arrest Photos        
 
Photos attached to offenses are shown here. Photos are added, removed, or changed on the Offense 
Summary page. 
 
 

JUVENILE ï Associates         
 
Persons associated to this juvenile are listed here. Relationships include, but are not limited to, family 
members, accomplices, and complainants/victims.  
 
Accomplices are entered when editing an offense. Complainants/Victims are entered in the 
Complainant(s) section of an Offense. 
 
Associates who are not accomplices or complainants/victims are added here by clicking the Add New 
button and searching. If the associate is already listed in JCMS, you can pick them with the star. If they are 
not listed, you can use the Add New Person button. 
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Viewing an associate displays more details about that associate. 
 

Note ï To view or enter an employment record for an associate, view the associate then scroll to 
the bottom. Enter income information the same way as a juvenile. 
 
Note ï Income entered in employment is not automatically included in Family Income. 
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Relationship to Juvenile ï Select the appropriate relationship or Other. The relationship determines 
whether this associate appears in the Family Members or Other Associates list. 
 
Legal Guardian ï Indicate whether this associate is the juvenileôs legal guardian. 
 
Pseudonym ï If specified, this is displayed on certain screens to protect the associateôs identity. 
 
Disabled ï Check this box for a disabled parent or legal guardian. 
 
Deceased ï Indicate if the associate is deceased. The Deceased Date field is optional when the box is 
checked. 
 

 
 
 
Enter Contact and Address information the same way as on a juvenile. 
 
Lives With Juvenile ï If the associate lives at the same address as the juvenile, check this box to 
automatically insert the juvenileôs address. 
 
Send Court Documents ï Indicate whether this associate should receive court documents. 
 
Partial Address ï When this box is checked, there are no validations on the address. 
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Enter Demographic, ID Number, and Gang information the same way as on a juvenile. 
 
Associate and Juvenile are Multiples (to each other) ï Check this box if the associate and the juvenile 
are part of a multiple birth (for example, twins or triplets). 
 

 
 
 
Cleared for Visitation & Cleared for Contact ï Check these boxes to indicate if the associate is allowed 
to visit the juvenile in detention or contact the juvenile through other methods (for example, telephone or 
postal mail). 
 

 
 
 
Mental Illness ï Indicate whether a history of mental illness exists or is unknown for this associate. 
 
Juvenile System & Adult System ï Check the box if this associate has current or prior involvement. The 
SID field is optional when Adult System is checked.  
 
Substance Abuse ï Check the box if this associate has current or prior substance abuse. The 
Substances field is optional when the box is checked. 
 
Comments ï Use this text field to record additional information. 
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JUVENILE ï Defense Attorney(s)       
 
Defense attorneys assigned to the juvenile are listed here, along with start and end dates. 
 

 
 
 
Defense Attorney ï Use the attorney picker to choose an attorney (type three at least three letters in the 
name then click to choose from the drop-down list). If the attorney is not listed, check with your local 
system administrator. 
 

 
 
Note ï Attorney details (like phone numbers and email addresses) can be entered by your local 
system administrator. 

 
Type ï Select the appropriate attorney type from the drop-down list. 
 

Appointed ï Pending Show Cause 
Court Appointed 
Public Defender 
Retained 
Substitute ï Appointed 
Substitute ï Retained 

 
Start Date & End Date ï Enter the date the attorney started with the juvenile. Do not enter an end date 
until the attorney is no longer associated with the juvenile. 
 

Note ï These dates determine which attorneys are available in the drop-down list when editing a 
court hearing. 

 

 



JCMS Basic Userôs Guide  

 

May 2021  25 

 

JUVENILE ï Employment        
 
The juvenileôs employment records are listed here. 
 

 
 
 
Employer Name, Address, & Phone ï Enter the employer information. 
 
Primary Employer ï Indicate whether this is the juvenileôs primary employer. 
 
Employment Type ï Select whether the employment is Full Time, Part Time, or Self Employed. 
 
Hire & Termination Dates ï Enter the dates employment began and ended. 
 
Pay Period ï Select whether pay is Hourly, Weekly, Bi-Weekly, Monthly, or Yearly. 
 
Income ï Enter the amount of income per pay period. 
 

Note ï Income entered in Employment is not automatically included in Family Income. 
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JUVENILE ï Family Income  
 
The juvenileôs family income sources are listed here. Only sources marked as Current are included in the 
Total Family Income per Month. 
 

 
 
 
Current Income Information automatically calculates the Total Family Income per Month based on 
Income Sources. 
 
Disabled Parents/Guardian(s) ï This lists any associate flagged as disabled. A change here updates the 
associate record. 
 
Number of persons under 18 in Family ï Enter the number of people under 18. 
 

 
 
 
Income Source ï Select the appropriate source or Other Source. 
 
Period Type ï JCMS only tracks monthly income amounts. 
 
Amount ï Enter the monthly amount of income. Do not include a dollar sign. 
 
Current ï Sources marked as current will be included in the Total Family Income per Month. 
 

 
 














































































































































































































